
This document contains both ‘Part 1: Event Plan’ AND ‘Part 2: Risk Assessment’. Both parts are required to be completed by the organising group. 
	Part 1

	 Event Plan 

	1A) Contact Information:

	Main Contact for The Event: 

Cody Cochrane

	Email Address for Main Contact:

Kc3g23@soton.ac.uk
	Club or Society Name: 

Southampton University Concert Band
	Contact Number:

07505789818

	1B) Event Information: 

	Event Name: 
SUCB Taster Rehearsal
	Event Date:
30/09/25
	Event Venue/s:
Veg Out Space

	Total Attendees:
 65-70

	Event Timings:
	Set Up: 18:30
Event Start: 19:00
Event End: 21:30
Pack Down: until 22:00


	Event Breakdown

This includes everything happening at your event, including fundraising, food provision, any performance or sporting activity, etc.
	18:30-19:00: Committee arrive and set up space, including percussion and conductor’s podium
19:00-20:00: Group rehearsal
20:00-20:30: Break
20:30-20:45: Icebreaker social activities run by our social sec
20:45-21:30: Group rehearsal
21:30-22:00: Packdown of percussion and returning space to how it was beforehand.


	Is this a ticketed event? If so, please state the name of the ticket on Box Office

You can set up Box Office tickets through your group's hub page. For guidance on this click here:   

	No 
	How much are your tickets? And how many are available? 

	-


	Overview of event concept

Description of the activities taking place. This includes everything happening at your event e.g. fundraising, food provision and any performance or sporting activity)

	A rehearsal for our band, geared towards Fresher and returner students who wouldn’t otherwise join us. The first half will be a regular rehearsal, with a break at 8:00 and then some icebreaker games led by our Social Sec, such as a bingo card to fill out, and something based around learning who committee are. We will then continue our rehearsal until 9:30

	Staff hosting the event

List all committee and volunteers that will be present and responsible for the event, as well as their role.
	E.g.: 

President: Cody Cochrane
Performance lead: 
Doors: 
Food Lead: 
Volunteers for set up: 


	Tech Requirements

For a full list of what you can hire click here.
	None

	Facilities Requirements
	Approx. 70 chairs, can be taken from Veg Out Space and Plant Pot.


	Food Requirements

For full guidance on this click here. 

	None


	Security & First Aid Requirements

Who are the qualified first aiders in the group should a medical emergency occur?

	Fiona Sunderland
Katie Rumbolt

	Decorations that you are providing
	none

	Provisional Budget

If you would like a more extensive budget tracker, click here. 
	£0, since all we need is the space and chairs no other expenses will be necessary




	Part 2A

	 Risk Assessment


	(1) Risk identification
	(2) Risk assessment
	(3) Risk management

	Hazard
	Potential Consequences

	Who might be harmed

(user; those nearby; those in the vicinity; members of the public)

	Inherent
	
	Residual
	Further controls (use the risk hierarchy)

	
	
	
	Likelihood
	Impact
	Score
	Control measures (use the risk hierarchy)
	Likelihood
	Impact
	Score
	

	Moving tables, chairs, instruments, music and music stands
	-Incorrect lifting technique can put strain on the back and shoulders. 
-Dropping heavy items can also cause harm. 
-Tripping whilst carrying items that prevent a clear view.
-Falling moving equipment on stairs

	Those moving equipment and those in the vicinity
	4
	3
	12
	· Large and heavy things to be moved by more than 1 person- seek support from SUSU facilities/venue staff as needed 
· Use lifts where possible for heavy items, where not possible extreme caution to be used and additional members should be on hand to assist.
· Ensure that every carrier of equipment knows proper lifting techniques to move heavy items.
· Do not allow people with known back injuries or muscle strains to help. 
· Make sure someone accompanies carrier of objects who has a clear view of the path.
Make sure people aren’t too close before moving or setting down items.
	3
	1
	3
	Seek 
Assistance if in need of extra help from facilities/venue staff.
Seek Medical attention as needed. E.g. SUSU Reception, 111, 999

All incidents are to be reported as soon as possible ensuring the duty manager/health and safety officer have been informed.
Follow SUSU incident report policy



	Hitting people with instruments whilst playing/ dropping instruments
	· Damage to instruments
· Injury to surrounding people
· Damage to space being used
	Those in the vicinity
	4
	2
	8
	· Make sure everyone is spaced out as much as possible so people can move around as much as possible
· Larger instruments/instruments that move a lot (trombones) are given extra space
· Instruments to be put in case or safely out of the way when not in use
· Nothing to be kept on the floor unless essential
	1
	2
	2
	Committee to ensure room booking is adequate with enough space to accommodate larger instruments. Request room changes as needed.
· Seek medical attention from SUSU reception/ venue/ emergency services if needed
· Contact facilities team via SUSU reception/ venue staff
All incidents are to be reported as soon as possible ensuring the duty manager/ health and safety officer have been informed. Follow SUSU incident report policy



	Tripping over equipment including wires, instruments and instrument cases
	· Tripping over equipment and causing injury
· Pulling over equipment and causing damage to it/ further injury

	Those in the vicinity
	5
	4
	20
	· Any cables to be organised as best as possible
· Cable ties/to be used if necessary
· Hazardous sections to be blocked off e.g. using chairs & signage
· Ensure that instruments are kept in their case when not being played.
Nothing to be kept on floor unless essential
	2
	2
	4
	Seek Medical attention as needed. E.g. SUSU Reception, 111, 999
All incidents are to be reported ASAP ensuring the duty manager has been informed.
Follow SUSU incident report policy

	Setting up/dismantling instruments and stands
	· Trapping fingers in stands or other items
· Damaging equipment
· Dropping equipment on feet/another person

	Those setting up and members nearby or assisting.
	5
	4
	20
	· Teach members how to safely set up specific items and don’t allow untrained members to assist
· Committee to ensure adequate time for set up and pack down is planned for /allocated when bookings are made
· All screws should be tightened fully when setting up and when packing away, to avoid unexpected movement of parts

	2
	3
	6
	Committee to ensure only those with experience to set up set instruments

Seek Medical attention as needed. E.g. SUSU Reception, 111, 999
All incidents are to be reported ASAP ensuring the duty manager has been informed.
Follow SUSU incident report policy


	Consistent (intentional) loud noise
	Hearing damage
	Those regularly in the rehearsal
	5
	3
	15
	· Recommend earphones are used by affected members
· Position musicians appropriately so direct exposure is minimised 
· Mutes/screens utilised if/where appropriate
Avoid use of small confined spaces
	2
	2
	4
	Not required. 

	Manual handling, including setting up of equipment. E.g. table and chairs  
	Bruising or broken bones from tripping over table and chairs.
	Meeting organisers and attendees
	2
	3
	6
	Follow manual handling guidelines. 
 
Ensure that at least 2 people carry tables or other bulky items. 
 
Setting up tables will be done by organisers. 
 
Work in teams when handling other large and bulky items. 
 
Request tools to support with the moving of heavy objects from SUSU Facilities/venue. E.g. hand truck, dolly, skates. 
 
Make sure anyone with any pre-existing conditions isn’t doing any unnecessary lifting and they are comfortable.
	1
	3
	3
	Seek assistance from facilities staff/venue staff if needed.

Seek medical attention from SUSU/venue Reception if in need.

Contact emergency services if needed.

All incidents are to be reported on the as soon as possible ensuring the duty manager/health and safety officer have been informed. 

Follow SUSU incident report policy.


	Medical emergency 
	Members may sustain injury /become unwell 

Pre-existing medical conditions, sickness, distress

	Members
	1
	5
	5
	Advise participants to bring their personal medication if it might be required.

Members/Committee to carry out first aid if necessary and only if qualified and confident to do so.

Contact emergency services as required 111/999.

Contact SUSU Reception/venue staff for first aid support.

Members can be referred to The Student Hub (02380 599 599, studenthub@soton.ac.uk) in case of distress.

	1
	4
	4
	Incidents are to be reported on the as soon as possible ensuring the duty manager/health and safety officer have been informed.

Follow SUSU incident report policy.

	Fire 
	Smoke inhalation, burns. Risk of extreme harm.

	All participants and organisers, any staff and spectators   

	1
	5
	5
	Those leading the session must ensure they are aware of and fully understand the venue or location’s fire procedures. 

Those leading must make sure that all exit routes are clearly highlighted and report any issues immediately to the venue. 

Highlight to all the participants the nearest emergency exit routes at the start of a session, and the importance of leaving calmly in case of an emergency. 

Avoid build-up of debris in the activity area.

Consider accessibility requirements.

	1
	4
	4
	In case of an emergency, please pull nearest fire alarm and ensure all participants leave the venue calmly and safely. 

Once in a safe position to do so, call the emergency services on 999. 
Any incidents need to be reported as soon as possible ensuring duty manager/health and safety officers have been informed.
 Follow SUSU incident report policy.





	PART 2B – Action Plan

	Risk Assessment Action Plan

	Part no.
	Action to be taken, incl. Cost
	By whom
	Target date
	Review date
	Outcome at review date

	1
	Risk assessment shared with all organisers and checked through before the event

Follow SUSU Food Provision Guidance for events involving home-cooked/prepared food or external catering. 

 
	Cody Cochrane

	14/09/25
	Annually
	Appropriate prevention of risks

	2
	Committee to read and share SUSU Expect Respect Policy 
	All committee members- president to ensure complete

	15/09/25
	Each Semester
	Committee to be aware of how to keep everyone safe

	3
	Complete a financial assessment of the event
	Treasurer, Daniel Green

	14/09/25
	
	Society not in danger of losing money

	
	Provide accurate and informative information to those attending event
	Communications Secretary, Rachel Tesi
	25/09/25
	For activity only
	Correct information being given out

	
	
	
	
	
	

	
	
	
	
	
	

	
	

	
	
	
	

	Responsible committee member signature 1: committee member signature



At least 2 committee members need to sign Part B

	Responsible committee member signature 2: second committee member signature


At least 2 committee members need to sign Part B

	Print name: committee member name

	Date: Date of signature
	Print name: second committee member name
	Date: Date of signature




Assessment Guidance 
	· Eliminate
	Remove the hazard wherever possible which negates the need for further controls
	If this is not possible then explain why
	[image: ]

	· Substitute
	Replace the hazard with one less hazardous
	If not possible then explain why
	

	· Physical controls
	Examples: enclosure, fume cupboard, glove box
	Likely to still require admin controls as well
	

	· Admin controls
	Examples: training, supervision, signage
	
	

	· Personal protection
	Examples: respirators, safety specs, gloves
	Last resort as it only protects the individual
	

	LIKELIHOOD
	5
	5
	10
	15
	20
	25

	
	4
	4
	8
	12
	16
	20

	
	3
	3
	6
	9
	12
	15

	
	2
	2
	4
	6
	8
	10

	
	1
	1
	2
	3
	4
	5

	
	1
	2
	3
	4
	5

	
	IMPACT


 
	Impact

	Health & Safety

	1
	Trivial - insignificant
	Very minor injuries e.g. slight bruising

	2
	Minor
	Injuries or illness e.g. small cut or abrasion which require basic first aid treatment even in self-administered.  

	3
	Moderate
	Injuries or illness e.g. strain or sprain requiring first aid or medical support.  

	4
	Major 
	Injuries or illness e.g. broken bone requiring medical support >24 hours and time off work >4 weeks.

	5
	Severe – extremely significant
	Fatality or multiple serious injuries or illness requiring hospital admission or significant time off work.  




	Likelihood

	1
	Rare e.g. 1 in 100,000 chance or higher

	2
	Unlikely e.g. 1 in 10,000 chance or higher

	3
	Possible e.g. 1 in 1,000 chance or higher

	4
	Likely e.g. 1 in 100 chance or higher

	5
	Very Likely e.g. 1 in 10 chance or higher



image1.png




